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Standards for Construction 3

1.1

Standards for Construction

There are now two folders for Construction Standards in the Operational Vault of
Meridian.

Vault Edit WUISTE Folder Tools Help

ACSERFENERCRRECREE R BN SRR IReWARER M
3 Q e
Mame a

=1 %1 Operational /Main area
+ COMSTRUCTION STANDARD
+. |, COWNSTRUCTION STANDARD - wWIP

+ FALILITIES DAaTA REPORTS

* The Construction Standard folder contains the published, released versions of the
Standards for Construction used for MSU.
* The files from this folder are published to the IPF website and are also available
in the web version of Meridian (Explorer).

* The Construction Standard - WIP folder is a copy of the Construction Standard
folder where the CS Stewards can add new standards and modify existing
construction standard files.

* A Work In Progress (WIP) folder allows the editors to make changes to a
document without those changes being available to the general users until they
are finished. Essentially you are working on a copy of the document, then
replacing the original document content with the modified version, but allin a
separate area of Meridian.

* \While the document is in the WIP folder, the previous version of that document
will still be available for use in Meridian and on the IPF website. Since we
publish some of our standards to the web, the changes that are being made will
not appear on the website until they are completed and released back into the
Construction Standard folder.

Permissions

Construction Standard Stewards (CS Stewards) - Full time staff members that

have access to modify and release the MSU Standards for Construction in Meridian.

Editors - Staff members that have permissions to modify the MSU Construction

Standards and Standard Details, but cannot release them for use. The files modified by
Editors have to be reviewed and approved by CS Stewards.

© 2018 Michigan State University - Facilities Information Services



MSU Construction Standards - Editor

1.2

Construction Standard Nav Views

Meridian users that are not CS Stewards will most likely use the Nav Views to view the
Construction Standards. CS Stewards can also use the Nav Views, or the can use the
Construction Standard - WIP folder in the 'Folder' view of Meridian. The CS Stewards

will always have to work on the WIP version of the file, no matter which way they want to
view the files.

Because of the Work In Progress (WIP) notion in Meridian (Construction Standard -
WIP), the nav views may now have an additional workflow folder level displayed or may
appear to display duplicates of each file. To alleviate confusion, here are some
explanations:

'Main - WIP' Column View:

If it seems there are two of the same file in Meridian, check the 'Main - WIP' column.
This will tell you which version of the file you are looking at.

o The WIP version will be the one that can be modified.

o The Main version will be the version of the file on the web and seen by Meridian

users in the Construction Standards folder. Once a change is being made, the Main
- WIP columns and Status column will let users know what part of the workflow the file

isin.

Vault Edit View Tools Help

Qe B (] e ) e = - B QL - | %] search ‘Building Name' | 7| = »| 1855 PLACE-BUILDING 1f

& |0=

O

Mame a I Main - WP Status

-] EE Construction Standards - Technical Standards
+ m 2 GEMERAL REQUIREMEMTS SUBGROUP
+ m IFACILITY CONSTRUCTION SUBGROUR
+ m 4 FACILITIES SERVICES SUBGROUP
= s 5 5ITE AMD INFRASTRUCTURE SUBGROUP
+ g 31-EARTHWORK
+| mm 32-EXTERIOR IMPROVEMEMTS
= @ I5WATERWAY AND MARIME CONSTRUCTION
+ M= C5_TEC_2004_350001_FLOODED_ROADS.docs WP
+ M= C5_TEC_2004_350001_FLOODED_ROADS.docs [LET
+=) CS_TEC_2004_350001_FLOODED_ROADS. pdt P
+™ CS_TEC_2004_350001_FLOODED_ROADS.pdf Main
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Standards for Construction 5

'Main - WIP' Folder View:

These folders will allow users to see which standards are currently in a workflow process
and what the status of those changes are.

o Main - the published, approved files that are not being worked on.

o Main - WIP is in Workflow - the file is being worked on in the Construction Standards
WIP folder and is in a workflow process. The file in the Main - WIP is in Workflow
folder is the published version.

o WIP - the copy of the file that is being worked on and in a workflow.

E N ENN NN ~ I N P e S| i e A N } Search ‘Building Name' | * == » 1355 PLACE-BUILDING 15 » [B » »
Pla g Design and Consti [ pnst [ andard : J [
Mame b ain - Wil F Status Doc SubClass C51 Sub [

E|-|E§ Construction Standards - All
#5j DESIGN GUIDELINES
#1[5) FRONT EMD DOCUMENTS
-[EI STANDARD DETAILS

=15 TECHMICAL STANDARDS
[+ B Main
=L Main - WP is in ‘workflow
CS_TEC_2004_350001_FLOODED_ROADS.docx Main - WP iz in‘Wor... | Main Released TECHWICAL STAND... | 350001-F
F-J_- CS_TEC_2004_350001_FLOODED_ROADS.pdf Main - WP iz in‘Wor... | Main Released TECHWICAL STAND... | 350001-F
=L wiIP
-5_-‘ C5_TEC_2004_336315_PIPING_SPECIALTIES_FOR_STEAM_UTILITY_DISTRL.. | WIP WP Released TECHHICAL STAMD... | 336315-FI
- CS_TEC_2004_336320_STEAM_AND_COMDENSATE_UTILITY_DISTRIBUTIO... | WP WP Released TECHHICAL STAND... | 33632057
+™ £5_TEC_2004_336320_STEAM_AND_COMDEMSATE_UTILITY_DISTRIBUTIO... | WIP WP Released TECHHICAL STAND... | 33632057
- CS_TEC_2004_336321_DIRECT_BURIED_STEAM_AND_COMDENSATE_UTIL... | WP WP Released TECHHICAL STAND... | 336321-DI
+™ £5_TEC_2004_336321_DIRECT_BURIED_STEAM_AND_COMDENSATE_UTIL... | WIP WP Released TECHHICAL STAND... | 336321-DI
- CS_TEC_2004_337119_ELECTRICAL_UMDERGROUND_DUCTS_AND_MANH... | WP WP Released TECHHICAL STAMD... | 337119EL
+™ £5_TEC_2004_337119_ELECTRICAL_UMDERGROUND_DUCTS_AND_MANH... | WIP WP Released TECHHICAL STAN 3AT119EL
- CS_TEC 2004 350001 _FLOODED_ROADS. docs WP Pending Review and Feleaze ] 1500071 -F|
™ C5_TEC_2004_350001_FLOODED_ROADS. pdf WP Pending Review and Releaze TEEHI ICAL STAND... | 350001-FL

]

4 1
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MSU Construction Standards - Editor

1.3

Workflow Process

Work In Progress (WIP) allows for the files to be put into a workflow process. Workflow
options are available for the Stewards and Editors that are modifying the files in the WIP
folder. Below is the workflow diagram of the Construction Standards change process.

[, Begin Revision|

/—‘ﬁ Sendto AnomerEditcr}—\

- | Workin Pﬁr&ssri Work in Pﬁress ﬁl
‘ w Send to Another Editor}—/

|5k Nedds Correction| [#5 Send for Review|

[EL Approve and Release |

_\_\_\—-P_

Workflow statuses:

* Released: The current, published version of the file.

* Work in Progress (1): When the file is put into the workflow to begin revisions. Usually
assigned to one's self, but can be assigned to someone else.

* Work in Progress (2): If the file is sent to another editor for further modifications.

® Pending Review: When the file is sentto a CS Steward for review and approval

* Issued: The changes are all approved and the file is released out of the workflow.

Workflow actions:

* Begin Revision - replaced 'Start Quick Change'. Begins the WIP process and sends
the file into the workflow.

* Send to Another Editor - Users can send the standard to another person for further
modifications.

® Send for Review - This is used for Editors. Any modifications they make will have to
be reviewed, approved and released by a CS Steward.

* Needs Correction - The CS Steward can send the file back to the Editor for
corrections.

* Approve and Release - The CS Steward approves all changes to the files and can
release the native WIP file.

* Release - At any point in the workflow process, the CS Steward can release the file
they are working on.

© 2018 Michigan State University - Facilities Information Services



Standards for Construction 7

1.4 Accessing the Construction Standard - WIP files

—

. Open the 'Operational Vault' in Meridian

2. Navigate to the scope that best represents the department or crew you work for if you
are not already in one.

3. Open the 'Folders' view

4. Open the Construction Standard - WIP folder and find the Standard you are going to

modify.

Server: CB IPFM5

Vault Edit Wiew Folder Tools Help
= B O B e ) G ] 2 m "3 ———

[3 Planning Design and Construction = Folders « nNow in L

Mame .

= H usumsm /Main area

IIIH -TF||_||_T|||H -T-—-H['-—-F.D - WP

FACILITIES PHOTOS
FORMS, POLICIES, REFEREMCES AND PROCEDURES
OPERATIONAL DRAWING

CPERATIOMNAL DRAWING - 'wIF

I A A s

e e . [

*Note - You can also use the Construction Standard Nav Views to modify files, but
remember to only work on the native WIP file. For this manual, | will be using the
Construction Standards - WIP folder.
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MSU Construction Standards - Editor

Modify a Construction Standard - WIP

* Modifying the standards for construction happens in the Construction Standard - WIP
folder (WIP stands for Work In Progress).

* The Construction Standard - WIP folder in Meridian houses a complete copy of the
Construction Standard folder.

* Workflow options have been added to the WIP area.
¢ All Changes will be made to the WIP files.

* All changes will be made to the native WIP files (Microsoft Word documents or the
AutoCAD files) in the WIP folder.

® The published WIP file (PDF file) will automatically be brought along during
modifications.

* \WWhen the modifications to the native WIP files are finished, the CS Steward will have
to export a PDF of the updated native WIP file to replace the published WIP file.

* Once the WIP files are released, the Main Construction Standard folder files (both
Native and Published) will be replaced with the new version from WIP.

..
w§
Native Files: | DWG | )

G
Published Files:  Aobe 7

© 2018 Michigan State University - Facilities Information Services



Modify a Construction Standard - WIP 9

21 Begin Revision

The 'Begin Revision' terminology replaced 'Start Quick Change'. This action is done
to the native WIP file and sends the file into the workflow process to be modified.

1. Right-click on the native WIP file.
2. Select 'Document Workflow'.
3. Select 'Begin Revision' (No more start quick change or assign to work area)

+@° CS_TEC_2004 Ig, Edit Revision Level FREQUIREMENTS docx
* C5_TEC_200« REQUIREMENTS POF
¥ :—._ L'.S_T _m & Associate Rendered Files IEI_N.dE-cx
. O cCopyto Project or Task 10M.POF
a- IR TIOAR doow
- Creoument Waorkflow ‘| W
+§° C5_TEC_2004 .
# %L CS_TEC_ 2004 . h
87 CS_TEC_2001 il B
= CS_TEC_ 200«
- u—._ CS_TEC_2004 Synchronize b E Begin Revision
#") C5_TEC_2004 TILTY_DISTRIEUTION.FD
#@E CS_TEC_2004 Ld] Show Revisions... b _UITILITY_DISTRIBUTION. docx
£ CS_TEC_2004 i M_LITILITY_DISTRIBUTION PDF
+@° CS_TEC_2004 LITY_DISTRIBUTION. diocx
% C5_TEC 2004 ] Delete cti-0  HTY_DISTRIBUTION POF
+@° CS_TEC_2004 OHDEMSATE_UTILTY_DISTRIBUTIO...
+ =L C5_TEC_2004 E 14 OHDENSATE_UTILTY_DISTRIBUTIO...
@ C5_TEC_200¢ LICTS_&MD_MANHOLES docy
s UCTS_AND_MAMHOLES pdf

- ]
CS_TEC_ 2004, s50U ) _FLUUUVEL_riua s, o0cx

BE4= 350007 _FLOODED_ROADS. pdf

4. Your user name should be selected. If you'd like to assign this file to another user, you
can select them from the list.

5. If you are assigning the file to a different user, or want a note for yourself, enter a
comment.

6. Click 'OK".

5, Execute WorkFlow Transition 'Begin Revision' ==
. S Esecube & workflow transition For the sebscted doouments,

Target workflow state:

Wiork in Frogress (1

Sbach Lsers bo work on the documents: I

C |
0= ‘
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MSU Construction Standards - Editor

7. The native and published files should now be under a revision.
8. Double click to open the native file.

HE@E Ls_1EL_2004_S3AT4_ELECTHILAL_UNDEREHUUND_DULT S anD_MaNHULES. docs

m=_ EE—FEE— 04— I E L E GG AL B ERELNE D MANHOLES. pdf
CS_TEC_2004_350001_FLOODED_ROADS. docs 8 kschroeder
@ H™. CS5_TEC_2004_350001_FLOODED_ROADS. pdf kschroeder
5.

v FALILHTES DalAREFORTS

***Make sure the top does not say [Read-Only]. Ifit does, close the file and make sure
to start over at step 1 above.

RIGHT:

9. Make any changes to the native file.

10. Go to the 'Review' tab.

11. Open the 'Show Markup' drop down and un-check any items you don't want shown
on the pdf.

H -0 - 10 Unifier Equip Purchases.docx [Read-Only] - Word

Schroeder, Kendra & Share

File Home  Inset  Design  layout  References Mo View  Developer  Add-ns @ Tell

ABC = ABC Sy (o + X & > . & Previous
v B 0 g & T B X See F
Spelling & Thesaurus Word = Smart  Translate Language ~ New  Delete Previous Mext = Show Track “ Reject Compare  Block Restrict
Grammar Count | Lookup - - Comment = Comments  Changes| - - Authors - Editing
Proofing Insights Language Comments Changes Compare Protect ~
e — R E R e e 3o 4« Insertions and Deletions
v Formatting
. Ex Balloons b
Specific People »
NIVERSITY
March 29, 2018 Schroeder, Kendra
Havi do | hide this?
Unifier Equipment Purchases Policy Schroeder, Kendra

B Minimum purchase of $10,000 needs to go through Unifier. Minimum Purchases of

- $10,000 or greater are required to be created through the contract request process in

: UnifierUse 110 budget code in Unifier for pre-purchase equipment such as
transformers. Use budget code 110 for equipment purchases.

Use 605 when purchasing furnishings on the project. Use budget code 605 for

© 2018 Michigan State University - Facilities Information Services



Modify a Construction Standard - WIP 11

12.'Save' the document (because the file is stored in Meridian, it will automatically save
to Meridian).

© 2018 Michigan State University - Facilities Information Services



12 MSU Construction Standards - Editor

2.2 Workflow Decision

At this point, there are different workflow options:

Editors: Staff members that have permissions to modify the MSU Construction
Standards and Standard Details, but cannot release them for use. The files modified by
Editors have to be reviewed and approved by CS Stewards.

= If you are going to 'Send to Another Editor' for further modifications, do not
create the published file.

D
= If you are going to 'Send for Review', create the published file. Adobe ﬂ

CS Stewards: Full time staff members that have access to modify and release the
MSU Standards for Construction in Meridian.

» [fyou are going to 'Send to Another Editor' for further modifications, do not
create the published file.

D
= If you are going to 'Release’, create the published file. Adobe Zl

» [fyou are going to 'Approve and Release', the published file should already be
updated. Meridian will warn you if it is not.

© 2018 Michigan State University - Facilities Information Services



Modify a Construction Standard - WIP 13

2.3

2.31

Editors

Send to Another Editor

Editors can send the standard to another person for further modifications. Do not create
the published file until the file is ready to be sent for review.

1. Right click on the native WIP file.
2. Select 'Document Workflow'.
3. Selec_t 'Send to Another Editor'.

| e | LA L Ly
+®L CS_TEC_2004_334613_FOL M, Copy Hyperlink to Clipboard
1§ CS_TEC_2004 360W0UTH M, £t Revision Leved ENTS. docx
=L CS_TEC_2004_3300_UTil ENTS FOF
¥ u_ C5_TEC_2004_33012_FIPi :_1? Associate Rendered Files
"L CS_TEC_2004_326M2 PP O Copyto Project or Task
+H@5 CS_TEC_2004_33017 NS "
=L CE_TEC_2004_338n7 NS Cocument Workilow k -
+ 84 C5_TEC_2004_3300% WAL B
* ': CS_TEC_2004_336023 VAL |
03 CECTeC 2004 s Han -
= CS_TEC_2004_ i HAR |
& u_l- C5_TEC_2004_336053 1DE| Synehronize » & Reassign To-Do Persons
* ',_‘ CS_TEC_2004_336053 IDEI 1 a Reassign Managers...
i E: £3_TEC_2004_335315_FiF1 ";i “how Revtslons.. 5‘, Rerowtle Dotuments
Sy T FiF1
Gl H g:'rgg:ﬁ:ga;;:;'rg BiA Bt Revoke Dotuments
* ',_' CS_TEC_2004_336320_5TE [6) Deiste Chi=D )
@ CS_TEC_2004_335321_DIR m‘" Release
+" C5_TEC_2004_333_DIA 48 #3 Send tor Review
“8 ) CS_TEC 2004 TS ELE 48 Sendto Another Editor
r A i Create Mew Part
CS_TEC 380001 _FLE Lo s s sk
= =P =SSP O DED_FADADS. pdi
* J. FACILITIES DATAREPORTS
# . FACILITIES PHOTOS

4. Select the editor from the list.
5. Fillina comment in the document log.
6. Click 'OK".

£ Execute WorkFlow Transition 'Send to Another Edstar’ =

A% Execute o workflow transiton For the seleched documents,

Target workflow state:

Wiork in Progress (2

Select wsers Lo work on the doouments: o

[ renituacherins =
| B hscheaer

[ Mersdarserioe
[ meradarnmer -

Wioms €8 enber & short comment in the document o

plaase fiox the section sbout rosd repairs]
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MSU Construction Standards - Editor

232

Creating the published file

Make sure ALL the changes to the native WIP file are completed before you create your
published file. If you make any more updates to the native file and/or hit save again, you
will have to recreate a published file with a later date/time stamp than the native file.

These instructions showwhat to do for Word files. For AutoCAD files, create the pdf
as you would normally do and verify the file is going into Meridian.

For Word files:

1. Click on 'File'
2. Click on'Export'.
3. Select 'Create PDF/XPS Document'.

Insert Desigh
Tirnes Mew R
I u-

¥ Farmat Painter
Clipboard ra

Export

I ey

|—E] Create POFPS Document:

Open ==

E} Change File Type

Print

Share

Export

Close

C5_TEC_2004_350001_FLOODED_ROADS. docx [Compatibili

Create a PDF/XPS Document

Freserves layout, formatting, fonts, and images
Content can't be easily changed

Free wiewers are available on the weh

L)

Create
FDFXPS
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4. The native file should default the export into the correct location in the Meridian vault
and be named the same as the file it will be replacing. Verify this (the highlighted

portions) and if it is correct, click on 'Publish'.
5. Click 'Yes' to replace the previous version of the published file in Meridian.

] Publish 53 POF ar XPS ==
Qu [ = CONSTRUCTION STANDARD - WIP » TECHMICAL STANDARDS » PUBLIC x| %5 || Search PUBLIC » HE
w

Organize = Mew folder

»
2
3

. HATPALT - msbeitas relesse nurmbers

_' ::i“::rq:::m“ = ¢S TEC_2004_014080_GENERAL_REQUIRE..
= £ TEC_2004 032015 CONCRETE_REINF...
'_ ::‘E';*Em X C5.TEC_2004_044000_STONE ASSEMBLIE..
= €5 TEC_2004_311400_SITE CLEARING.pf  2/20/2011 g
. ~parional = C5 TEC_2004 314116 SHEET PILING.pdf  2/20/2013 1 g
=1 ¢S TEC_2004_336053_IDENTIFICATION F._.  2/4/2
W Deskiop = £5_VEC_2004_336315_PIPING_SPECIALTEE.. 5/1/2
4 Libraries = C5_TEC_2004_337118_ELECTRICAL UNDE.. 2/18
| Bocuments E| "% C35 TEC 2004 350001 FLOODED_ROADS..  1/26/2013 213PM  Adobe Acrabat D
J' Music
)| Mew Librany (2)
)| Mew Librany
| Pactures
E Wedeos
2 Schroeder, Kendm
8 Cornputer
'& Metaork = v

Save as fype: [eoF (")

] Open file after publizhing Optimize for: @ Stgndand (publishing Opti
anling and printing)

Binirrium size
{publizhing online)

Toals =

= Hide Folders

Caonfirm Sawve &5

IA C5_TEC_2004_350001_FLOODED_ROADS.pdf already exists,
=22 Do you want to replace it?

6. Close the native file without saving it. If you are prompted to save it, do not click yes.
Click No.

3l - 1

twou weant o do.., Schroeder, Kenw, )':_',_ Share

DO Find -
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2.3.3 Send for Review

This is used for Editors that are not CS Stewards. Any modifications they make will
have to be reviewed, approved and released by a CS Steward. The published file will
need to be created before the file is sent for review.

1. Right click on the native WIP file.
2. Select 'Document Workflow'.
3. Select 'Send for Review'.

UTION_GEMERAL_REQUIREMENTS FDF
LITY_DISTRIBUTIOM, docst
LT _DISTRIBUTION,POF

CTDIDIITIOR e

% -
% |  Associate Rendered Files

o Project or Task

-

+

+

¥ Document Workflow ‘

i 2

'

tw N
- — "I a Reassign To-Do Persons... "
+ a Reassign Managers... FOF
& q L#| Show Bevisions... a‘ P — 1]
.- . 1]
0 q L] ?i Revoke Documents "
*7 (%] | Detete Ctri=D F
syl B

o8

+

Release
2% | Send for Review
48 Sendto AnotherE

900U _FLUULEL_HILAUS dock

il L5 IEL £ AM_
4| -

+ | FACIUTIES DATA REFORTS
n

4. Select the CS Steward from the list.
5. Fillin a comment in the document log.
6. Click 'OK".

2% Execute WorkFlow Transition *Send for Review’ ==
W% Execute a workFlow transition For the selected documenits,

Target workflow stake:

F'u_-|u_|:'|;| Rt

Select users bo wark on the documents: o
[ dhodges

) kscheoeder

You can enter & short comment in the document

please review updates to road information]

oK | cancel |
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2.3.4 Needs Correction

* The CS Steward can send the file back to the Editor for corrections.
* Once the corrections are made, the published file will need to be recreated in

Meridian.
* The files will need to be sent to the CS Steward for review again.

17
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2.4 CS Stewards

241 Send to Another Editor

CS Stewards can send the standard to another person for further modifications. Do not
create the published file until the file is ready to be sent for review.

1. Right click on the native WIP file.
2. Select 'Document Workflow'.
3. Selec_t 'Send to Another Editor'.

| e | LA L Ly
+®L CS_TEC_2004_334613_FOL M, Copy Hyperlink to Clipboard
1§ CS_TEC_2004 360W0UTH M, £t Revision Leved ENTS. docx
=L CS_TEC_2004_3300_UTil ENTS FOF
¥ u_ C5_TEC_2004_33012_FIPi :_1? Associate Rendered Files
"L CS_TEC_2004_326M2 PP O Copyto Project or Task
+H@5 CS_TEC_2004_33017 NS "
=L CE_TEC_2004_338n7 NS Cocument Workilow k -
+ 84 C5_TEC_2004_3300% WAL B
* ': CS_TEC_2004_336023 VAL |
03 CECTeC 2004 s Han -
= CS_TEC_2004_ i HAR |
& u_l- C5_TEC_2004_336053 1DE| Synehronize » & Reassign To-Do Persons
* ',_‘ CS_TEC_2004_336053 IDEI 1 a Reassign Managers...
i E: £3_TEC_2004_335315_FiF1 ";i “how Revtslons.. 5‘, Rerowtle Dotuments
Sy T FiF1
Gl H g:'rgg:ﬁ:ga;;:;'rg BiA Bt Revoke Dotuments
* ',_' CS_TEC_2004_336320_5TE [6) Deiste Chi=D )
@ CS_TEC_2004_335321_DIR m‘" Release
+" C5_TEC_2004_333_DIA 48 #3 Send tor Review
“8 ) CS_TEC 2004 TS ELE 48 Sendto Another Editor
r A i Create Mew Part
CS_TEC 380001 _FLE Lo s s sk
= =P =SSP O DED_FADADS. pdi
* J. FACILITIES DATAREPORTS
# . FACILITIES PHOTOS

4. Select the editor from the list.
5. Fillina comment in the document log.
6. Click 'OK".
£ Execute WorkFlow Transition 'Send to Another Edstar’ =

A% Execute o workflow transiton For the seleched documents,

Target workflow state:

Wiork in Progress (2

Select wsers Lo work on the doouments: o

[ renituacherins =
| B hscheaer

[ Mersdarserioe
[ meradarnmer -

Wioms €8 enber & short comment in the document o

plaase fiox the section sbout rosd repairs]
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242

Needs Correction

The CS Steward can send the file back to the Editor for corrections.

1. Right click on the native WIP file.
2. Select 'Document Workflow'.
3. Select 'Needs Corrgctiqn'.

L I TR R

A —
*-".'; CS_TEC_2004_ 33602 PIPING_FOR iy ' coc v Prsject or Task
#@" C5_TEC_2004_335017_IMSULATION
#™ CS_TEC_2004_336017_IMSULATION_ Doyl Workd igw
=@t CS_TEC_2004_3302% VALVES_| -
™" C5_TEC_2004_33023 VALVES_FOR| Lo
+@- CS_TEC_2004_33023 HAMGARS AN @ ) ) )
™ C5_TEC_2004_33079 HAMGARS_AF )

L CS_TEC_2004_ A _
=g" CS_TEC_2004 336052 IDENTIFICATI Syneheanize p | | Pesssign To.Do Persons...
™" C5_TEC_2004_33505% IDENTIFICATI & | Resssign Managers.
=g CS_TEC_2004 3365 PIPING_SPEC [3j) snow evisions... | [ N
+™ CS_TEC_2004_3%M5_PIPING_SPEC Lo e
*@° CS_TEC_2004_336320_STEAM_anp | B & Revoke Documents

#% CS_TEC_2004_3BI0_STEAMAND o o CHl-0

L H" C5_TEC_2004_336321_MRECT_BUR = E]d Approve and Releate
*-ll'_ C5_TEC_2004_335321_MRECT_EUR E o b t & Meads Carrection
@ CS_TEC_2004_337113_ ELECTRICAL |

G i CAL. 51 create Mew Part b

2004 kschroeder
3 Eschnpader

" T FAULlflssﬁﬁTAﬁﬁTs
4. Select the Editor from the list.

5. Fillin a comment in the document log.
6. Click 'OK".

[ Execute WorkFlow Transition "Needs Correction’ =5

N Execute & workflow transition for the selected documents,

Target workflow stabe:

Work in Progress (1)

Selack ugers bo work on the documents: o

[ dhodges -
O feith
O fsmithadmin E
| Fkschroader

[ MeridianScript
[ meridianuser -

You can enter & short comment in the document log,
you Forget to put the: road grade on the file|

[ o] e )

19
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243

Creating the published file

Make sure ALL the changes to the native WIP file are completed before you create your
published file. If you make any more updates to the native file and/or hit save again, you
will have to recreate a published file with a later date/time stamp than the native file.

These instructions showwhat to do for Word files. For AutoCAD files, create pdf as
you would normally do and verify the file is going into Meridian.

For Word files:

1. Click on 'File'
2. Click on'Export'.
3. Select 'Create PDF/XPS Document'.

Insert Desigh

Tirmes Mew R

¥ Farmat Painter I l-

Clipboard ra

Export

I ey

|—E] Create POFPS Document:

Open ==

E} Change File Type

Print

Share

Export

Close

C5_TEC_2004_350001_FLOODED_ROADS. docx [Compatibili

Create a PDF/XPS Document

Freserves layout, formatting, fonts, and images
Content can't be easily changed

Free wiewers are available on the weh

L)

Create
FDFXPS
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4. The native file should default the export into the correct location in the Meridian vault
and be named the same as the file it will be replacing. Verify this (the highlighted

portions) and if it is correct, click on 'Publish'.
5. Click 'Yes' to replace the previous version of the published file in Meridian.

] Publish 53 POF ar XPS ==
Qu [ = CONSTRUCTION STANDARD - WIP » TECHMICAL STANDARDS » PUBLIC x| %5 || Search PUBLIC » HE
w

Organize = Mew folder

»
2
3

. HATPALT - msbeitas relesse nurmbers

_' ::i“::rq:::m“ = ¢S TEC_2004_014080_GENERAL_REQUIRE..
= £ TEC_2004 032015 CONCRETE_REINF...
'_ ::‘E';*Em X C5.TEC_2004_044000_STONE ASSEMBLIE..
= €5 TEC_2004_311400_SITE CLEARING.pf  2/20/2011 g
. ~parional = C5 TEC_2004 314116 SHEET PILING.pdf  2/20/2013 1 g
=1 ¢S TEC_2004_336053_IDENTIFICATION F._.  2/4/2
W Deskiop = £5_VEC_2004_336315_PIPING_SPECIALTEE.. 5/1/2
4 Libraries = C5_TEC_2004_337118_ELECTRICAL UNDE.. 2/18
| Bocuments E| "% C35 TEC 2004 350001 FLOODED_ROADS..  1/26/2013 213PM  Adobe Acrabat D
J' Music
)| Mew Librany (2)
)| Mew Librany
| Pactures
E Wedeos
2 Schroeder, Kendm
8 Cornputer
'& Metaork = v

Save as fype: [eoF (")

] Open file after publizhing Optimize for: @ Stgndand (publishing Opti
anling and printing)

Binirrium size
{publizhing online)

Toals =

= Hide Folders

Caonfirm Sawve &5

IA C5_TEC_2004_350001_FLOODED_ROADS.pdf already exists,
=22 Do you want to replace it?

6. Close the native file without saving it. If you are prompted to save it, do not click yes.
Click No.

3l - 1

twou weant o do.., Schroeder, Kenw, )':_',_ Share

DO Find -
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Release

At any point in the workflow process, t

he CS Steward can release the file they were

working on. The published file will automatically release when this action is used, as
long as it has been updated in the WIP folder with a new version.

1. Right click on the native WIP file.
2. Select 'Document Workflow'.

' '
3. Select 'Release’.
1~} LJ_lLl.rq =) " MPPAUTIENS RS FRUF N SILERRINLL AP R
L O | copyte Project or Task [ﬂLITIIJN.FtIF
=gE DISTRIBUTION, des
o Drocument Worktow JI M
+ = pr il !
®%. Cs_TEC
=gh Cs_TEC o ]
==\ C5_TEC) -
w u-. C5_TEC, Symchronize o | ol Feassign To-Do Persons
e - ES_TE':_, :. Resdsign Mansgers.
Q" C5_TEC] [T§) | show Revisions_. 2 | peroute B ks
#= £5 TEC) -f"' eroute Documents
=gk cs_rec) B8 B Revoke Documents
H". CS_TEC
s S | Delete Ctel= D
-4 ES‘_TEE_ E ; BT 10 FEVIEVE il
CS_TEC -
P, S 48 Send to Another Editer

+ 5. FACIITIES DATA REFORTS

4. Fillina comment in the document log.

5. Click 'OK".

@p Execute WorkFlow Transition ‘Release”

o

Target workflow state:

Issued

Execute & workflow bransition For the seleched documents.,

There are nd To-Do persons bo sehect for this operation.

o You can enter a short comment in the document

updated road information|

o |

| Cancel

Note: Issued means this copy has replaced the file in the Main Construction Standards

folder and will be available to general

users and published to the web.
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2.4.41 Published file error
If the Published file was not updated, you will get the following error:

-

-

Published File Issue =

Al lzast one azzociated PDF file has not been updated. Enter
'Proceed’ below to continue anyway; leave blank or enter
any ather value to cancel,

1. Click 'OK".
2. Double click to open the native WIP file.
3. 'Export' the file to a PDF (reference 'Creating a published file')

* If you type 'Proceed', you are acknowledging that the native file and pdf do not match
and this will be reflected in Meridian for general users and also on the web.
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Approve and Release

The CS Steward approves all changes made to the files be the Editors and can release
the native WIP file. The published file will automatically release when this action is used,
as long as it has been updated to the newest version.

1. Right click on the native WIP file.
2. Select 'Document Workflow'.
3. Select 'Approve and Release’.

W ASPOCEITE KEMOErED FIEs

B Copy te Project o Task

TEC_2004_ Dosument 'Workliow

- 3

8 3

e

8 3

" Cs_TEC,

= G5 TEC 2043009 HE
@ C5_TEC_X0«_335053 I Synahegnize
= C5_TEC_2004 336053 10

3 3
g 3
.

8 3

= CS_TEC_2004_33E15 P L4, Show Revitions

% C5_TEC_2004 336315 71

= CE_TEC_J004_336320 51

%" C5_TEC_200d_336320.51 (4| metete

© CS_TEC_M004_3383N_01

= CS_TEC_2004_ 33 Dl g5

gt 5 _TEC T35 _EL
T

il -0
Appicve and Release

» PO F]

Reass Do Per
3| s Reassign To-Do Persons..

| & | Renssign Managers
Ih Reroute Documents

?.‘1 Revoke Documents

@ Heeds Conrection

krchnoeder

4. Fillin a comment in the document log.

5. Click 'OK".

E]f Execute WorkFlow Transition "Approve and Release’

A

Target workflow stake:

J L=t

ou can enber a short comment in the document log

Execube a workflow transkion For the selected documents.

There are no To-Do persons bo select for this operation.

changes made to road information)

Lo |

Concel_|

Note: Issued means this copy has replaced the file in the Main Construction Standards
folder and will be available to general users and published to the web.
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2.4.51 Published file error
If the Published file was not updated, you will get the following error:

-

-

Published File Issue =

Al lzast one azzociated PDF file has not been updated. Enter
'Proceed’ below to continue anyway; leave blank or enter
any ather value to cancel,

1. Click 'OK".
2. Double click to open the native WIP file.
3. 'Export' the file to a PDF (reference 'Creating a published file')

* If you type 'Proceed', you are acknowledging that the native file and pdf do not match
and this will be reflected in Meridian for general users and also on the web.
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Reassign To-Do Person

The CS Stewards and Meridian Admins have the permissions to re-assign the files that

are in the workflow to other Editors or CS Stewards if needed.

1. Right click on the native WIP file.
2. Select 'Document Workflow'.
3. Select 'Reassign To-Do Persons...".

4. Pick a new person.

5. Type a comment in the log.

a Reassign To-Do Persons

o
Current workflow shabe:

Work in Progress (1)

e f | Eo. Revision ce.el
[ | Assocate Rendered Files

B  Copyto Project or Task

k Document Workd low

L

E CONSTRLUCTION
J Open WP
Edit Main
Mew MP
Print Man

Synchronize

L#]  Show Revisions...

Reassign To-Da Persons...

Resssign Managers...

Revake Documents

Warning! Al selected documents should be in the same state

©

Sedact users bo work on the documents:

m

You can enter & short comment in the document lag...

©

Felicia went on vacation, Bye Felicia|

Coc ]| (Ccome ]
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2.5

Prevailing Wages

Prevailing Wages are different than the other Standards for Construction. These don't
actually have a word document to update, but because of the way Meridian is designed,
the same steps need to be followed to add a PDF file with a later date than the word file.

When the new Prevailing wage files are received from the state, to add them to
Meridian:

. Find and select the WIP Prevailing Wage word file in Meridian.
. Right click and select 'Document Workflow'.

. Select 'Begin Revision'.

. Click 'OK".

A OWON -

Mame . b air - WP Stat.
E|-|E§ Construction Standardsz - Front End Documents

A5E_CONTRACTORS_OMLY . docm WP WP

ES_FEﬂ.&SE CONTRACTORS_OMLY.FDF WP WP

C5_| FED EEEIEI EDNSENSLISDEIES 200.docs

I“q FFF?I ‘?.TNDFID qmmnmn F'I'I r-.-'IINI'IFI h-'lxl'-,ll'IFl INWITA Anr:
LN N ) L) o T W T e ek [ N

—'ﬂ' Lhow &% v LEWL
E] Associate Rendered Files
I3 | Copy to Project or Task
Document Workflow k Start Quick Change
X | Assign to Work Area... B | Revoke Q -

’a Begin Revision
I B g @]

& | Unlock from Workspace
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Doy Fori e st Florm Trmnisticon B Brsic”
r vl ek T e o s ot

Target sorifios date

R e ———
O ieferen erers, St

37 st (i, ]

T e —
[ [ iy T

O Lerfte L e iraral

T1 e | Jedirm, Lrers

iy 4 e o shird (e T b

==

5. Open the word file, add a line with the new date.

6. Save the file.
7. Close the word file.

*  CE FED_PREVWAGE PREVAILIMNG WAGE.docx [Corm... = =

alyll Iiser | Desic | Layo | Refer | baili F!.r:'-.-'ir:|"-.-"ir:'-.r|.-'|

Calibiri (Body)
B I U ~abe X, X°
Paste .

. » ,f%vayv_&v,a.,av

Clipboard Font T

L--E---|---1---|---2---|--

‘-.-:'

Shyles Editing
Paragraph M Styles E
C3 o e g e B

Pleaserefertothe.pdf prevailing wage document in Meridian

Mew version 9/12/16

MEWY 12/13/16

Mew 2/24/2017
% Mew 5/11/17
: Mew 10,/20/2017
i Mew 1/23/2018
- Mew 3/29/2018 |
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8. Outside of Meridian, create the PDF file from the files you received. You will have to
put them in the correct order when combining them.
9. Save and close the PDF file.

m CE FED_PREVWAGE_PREVAILIMG MWAGE pdf - Adobe Acrobat Pro
File Edit Wiew WYindow Help

Dpen | @l::reate-v |a
@) [1]rme| v [ |

1OBrag and drop the new pdf directly on Ep of the WIP pdf in Meridian.

11.Select 'Replace Document Content'.
Th] US_FED_BASE_Bask_LUNIHAL I UHS_UNLY FUF

C5_FED_CZ200_COMSEMSUSDOCS_200.docx
C5_FED_C200_COMSEMSUSDOCS_200.PDF

@ | ¥ Customize

Tools Fill & Sign Comment

_A &'l As Hybrid Part

Replace Document Content

Cancel

12. Right click on the Word file
13.Select 'Document Worklfow'.
14. Select 'Release’.

15. Enter a comment and click OK.

1 Asiocble He, iied Files

<
0 cCopyto Project or Task
1L
Daoument Waorkdlaw 2

Unlock from Workspace

b PP

Reassign To-Do Persons...

.'l'-. Reassign Managers...

e @ Revoke Documents
o Change Document Typg
@ |l release ! |
Show Revisions..,

| @ Send for Révidw

ou can enter a shark comment in the document: log.

new version|

[ (04 ] [ Cancel
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Adding a Construction Standard

* Editors and CS Stewards have permissions to add a new Construction Standard or
Standard Detail to Meridian.

* Forinitial adding into the system, both the native and published files should be created
and saved outside of Meridian.

* The native file and published file will need to be added to Meridian separately and
then associated to each other.

* These files will only be available in the WIP folder until they are approved and released
by a CS Steward.

* Once the WIP files are released, the Main Construction Standard folder files (both
Native and Published) will display the new Construction Standard.

A
w§
Native Files: =l DWG = .

PﬂF -
Published Files:  Adbe 4
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3.1 Adding the native file

Once you have the native file created, you can add it to Meridian.

1. Drag and Drop the native file into the Meridian Operational Vault.
2. Select the 'Construction Standards' document type.
3. Click 'OK'

= |42 || seomcn c5p.. P

Jault Edit View Folder Took

: EucenClnl
Hame .

C35_TEC_1004_350001_FLOODED_AOA =y
[_:‘_-NEWEST MEW NEW STANDARD. doc # e CONSTRUCTION STANDARD

+ | COMSTRUCTION STANDARD -'wIP
=L NEWEST NEW NEW STANDARD.pdf A LIES DATA REPORTS

i Al
|, FORMS,

& PHOTOS

POLICIES, REFERENCES &MD PROCEDURES
T Select Document Type =2
which document type should be used For WEWEST NEW MEW
STANDARD docx'?

M Constrsction Standaids
Faciities Dats Repots
T8l Forrne and Templates
u Paobcy, Procedures, References
sl Project Document

T8l Project Diawing

ol Project Drawing Set

Tl Safety Data Sheet

Tl Staif

ﬂ Task

Tl Uirié Reports

3 [l

31
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3.2

Describe the native file

Fill in the Wizard with the correct metadata.

1.
2.
3.

Fillin all required fields.
Use the magnifying glass icons to access drop down lists of values.

Select the CSI Subdivision - If the CSI Subdivison you need isn't there, it needs to be
added to the list of values (see below).

. Delete the source file so Meridian is the central repository.
. Click 'Finish'.

Trmpart "MEWEST MEW MEW STAMDARD, docx’ - Enter/Edit Properties

Setalues To

Syztem Defaults

Copy Existing Document Y alues

My Default: | = Current Selection Browse to Documnent | 9|

Standard ] rg

Doc Class

Cs

Sub Class
Security Level

Document D ate

le Neflte

TEC
FE

= 2272ma -

:EEINSTFHLII:TIEIN STAWDARD
TECHNICAL STANDARDS
FUBLIC

CSI Format 4| 2004
M ajor Heading ﬂ 5l
CSI Division P EE
CS| SubDivision  |¥5

Dezcription

350000 | WATERWATS

5SITE AWND INFRASTRUCTURE SUBGROUP
“waTERWAY AND MARINE COMSTRUCTION

File Marme:

see call out
bl

Delete Source Wigw

[ Finish ] [ Cancel ]
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3.21 Adding a CSI SubDivision

CS Stewards can add to the SubDivision drop down list of values if the viaue does not
already exist in Meridian.

3. Inthe Select CSISubDivision dialog box:
a. click on the green plus sign.
b. add a valid code and name.
c. click 'OK".
d. select the new CSl subdivison.
e. click 'OK'.

M X 5 &
|

Code | €51 5ub Division |
350000 WATERWAYS

250001 FLOODED ROADS
350002 SCOTT RIVER
M MOT APFLICABLE
Iberme: 4 14 Cancel
- —
Add
Add C51 SubDivision |
CS1 Format 2004
Major Heading 5SITE AMD INFRASTRUCTURE SUBGROUP
Division WATERWAT AND MARINE CONSTRUCTION
SubDivizion Code 351010
Sub Division CAMPUS CAMAL SYSTEM|
ok | Cancel |
Select CEI SubDrasion
Y ¥ = @
/0
N |
1010 CAMPUS CANAL SYSTEM n
&
Il:mg; .I = jﬂx w
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3.3

Adding the published file

Zsr |8

7
Once the native WIP file is added to Meridian, you can add the published file.
* Remember it must have a later creation date than the native file to be valid.

1. Select the native file you just added to Meridian if itisn't already selected.
2. Drag and drop the published file directly on top of the native file in Meridian.
3. Select'As New Document'.

4. Select 'Construction Standrards' document type.

5. Click 'OK'
I+ M= C5_TEC_2004_337113_ELECTRICAL_UMDERGROUND_DUCTS_AND_h
L C5_TEC_2004_337119_ELECTRICAL_UNDERGROUND_DUCTS_AND_h
- C5_TEC_2004_350001_FLOODED_ROADS. docw

=N B (=

- |{vf | | Search Cip.. 2 |

DC v  » =~ O @

-~

LTI C AT A e T

As New Document

Marne R As Hybrid Part

" | OPERATI

Replace Document Content
L CS_TEC_2004 350001 FLOO . DOPERATI P
FROJECT
. ] C I
|1 MEWVEST MEWY MEWS STAMNDARD. pd SAFETY L ance
. STAFF
. TASKS

) , UMIT REFORTS

1L}

ol Select Document Type =

Wihich document bype should be used for 'NEWEST NEW NEW
STANDARD. pdf?

1] Constuction Standards]

Tal Forme and Templates
Tsl Operstional Drawings
Tl Policy. Procedures, References
Tal Project Docusent

Tsl Project Drawing

Tal Project Drawing Set

Tal Safety Data Sheet

Tl Stait

E Task
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6. When the wizard appears, click on 'Current Selection' to auto-populate the fields to
match the native file.

7. Click 'Finish'.
Irmport 'MEWEST MEWY MEW STAMDARD.pdf - Enter/Edit Properties ==
SetValues To e LV alues
System Defaultz | by Defaults Current Selection Browze to Document | 0|

Standard l Maotes ]

Doc Class 2 s CONSTRUCTION STANDARD
Sub Class 2 TEC TECHNICAL STANDARDS
Security Level | PB PUBLIC

Dacument D ate

C51 Format
Major Heading 5 SITE AND INFRASTRUCTURE SUBGROUP
C5I Division o 35 WATERWAY AND MARINE CONSTRUCTION
CSI SubDivision 4| 351010 | CAMPUS CAMAL SYSTEM

Peletele

Description

File Mame:
| Delete Source Wi

==
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3.4

Associating the files

After both the native and the published file have been added to Meridian, you will need
to associate them. This association will create the bond between the files that makes
them move through the system together.

1. Select both the native and published WIP files.
2. Right click on the native file only.
3. Select 'Associate Rendered Files'.
4. The first time, you will need to browse to a different folder. You can pick any place
other than the C drive you want.
5. Click 'OK" if the 'Change To' file listed is indeed the published version of the native
file.
+IM% C5_TEC_2004_3 DED_ROADS. docy B S
- - - 4 ME :'\r":
H=
B T Open
T FACICITIES OETS REFOT Edit
+ . FACILITIES PHOTOS "
+. | FORMS, POLICIES, REFE =
. OPERATIOMAL DRAWIN Print
. OPERATIONAL DRAWIN Open with
+ | PROJECTS
. SAFETY DATA SHEETS Edit Properties
+ . STAFF T
¥ TASKS ¥/ | Approve Metadata
+ . UNIT REPORTS %, | Copy Hyperlink to Clipboard
< il Edit Revision Level
@ Associate Rendered Files
0  Copyto Project or Task
[ Associate Rendered Files @
Native Document: CS_TEC_2004_351010_CAMPUS_CANAL_SYSTEM. docx
Current Rendered Documents | Change Ta |

C5_TEC_2004_351010_CAMPUS_CAMNAL SYSTEM.pdf

Prezs OF. to update rendered file associations.

Browsze . M: WK endras Stuff

e Cancel

The file will now be listed under the 'Current Rendered Documents'.
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3.5 Workflow Decision

At this point, there are different workflow options. Because the standard was newly
added, both the native and published files should already be in Meridian, unless more
modifications happen.

Editors:

* Youcan 'Send to Another Editor' for further modifications. The published file will

D
need to be recreated if changes were made to the native file. Adobe a

* Youcan 'Send for Review'. The published file should be current. Meridian will warn
you ifitis not.

* Reference Part Il - section 5 - Editors in this manual for step-by-step
instructions for each choice above.

CS Stewards:

* Youcan 'Send to Another Editor’ for further modifications. The published file will
POF -

o] )

* Youcan'Release'. The published file should be current. Meridian will warn you if it
is not.

need to be recreated if changes were made to the native file.

* [f Youcan'Approve and Release'. The published file should be current. Meridian
will warn you if it is not.

* Reference Part Il - section 6 - CS Stewards in this manual for step-by-step
instructions for each choice above.

Because this is a new Standard in Meridian, make sure to release
the native WIP file. Until this happens, it does not exist in the Main
Construction Standards folder and will not appear on the web for
general users of the Standards.
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3.6

Released to the Main Construction Standards folder

*** Remember - Until the new native file is released from the WIP workflow, it and the
published file will not exist in the Main Construction Standards folder in Meridian. The
files will also not appear on the webpage until they are released from the WIP workflow.

Folders View:
' Planning Design and Construction & Folders &€ No

Mame -
* | STAFF
® | SAFETY DATA SHEETS
+. . PROJECTS
# | DPERATIONAL DRAWING - wWiP
# | DPERATIONAL DRAWING
# | FORMS, POLICIES, REFEREMCES AND PROCEDURES
# | FACILITIES PHOTOS
® | FACILITIES DATA REPORTS
# | CONSTRUCTIOM STAMDARD - WP

S IEPM) CONSTRUCTION STANDARD

=L PUBLIC
| =™ CS_TEC_2004_351010_CAMPUS_CANAL_SYSTEM.pdf
HfS OS5 TEC 2004 351010 CAMPUS CANAL SYSTEM.docx
- ®™ [CS_TEC_2004_350001_FLOODED_ROADS . pdf

§ O MES o TOr N0d IEAANT O AARCR DOARG Amen

Nav View:

=%

("2 Facilities Information Services = Construction Standards - Technical Standards €

Mame o Main - WIP Status
E|-|E§ Construction Standards - Technical Standards
+ B 2GEMERAL REQUIREMENTS SUBGROUP
B 2FACILITY COMSTRUCTION SUBGROUP
# B 4FACILITIES SERYICES SUBGROUP
=l 55ITE &ND INFRASTRUCTURE SUBGROUP
[+ gz 31-EARTHWORK
I+ g 32EXTERIOR IMPROVEMENTS
[ & 33UTILITIES
Sl I5WATERWAY AND MARINE CONSTRUCTION
F{S CS_TEC_2004_3

vBJ CS_TEC_200
'J__' CS_TEC_200
bW 5 TEC 200
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4 Other Options

4.1 Revoke Workflow

If the files you added shouldn't be there, or the revisions shouldn't have been made and
the file is in a workflow, you can revoke the changes.

1. Right click on the native WIP file.
2. Select 'Document Workflow'.

3. Select 'Revoke Workflow'.

4. Type 'LOSE ALL WORK'".

5. Click 'OK".

COMSTRUCTION

B~ CS_TEC_2004_350000

Open
@° CS_TEC_2004_350001]  Edit Main
1"\ CS_TEC_2004_350000 New WP
H= CS_TEC_2004_350001 ik | Main
I
L. | Copyto Project or Task I
| Document Waorkilow ¥ h
Synchronize b 3 Reassign To-Do Persons...
: E‘. Reassign Managers...
Ll#] | Show Revisions... T [T —
u & .| Faianea

i

$& Revoke Workflow

CS5_TEC_2004_350000_WATERWAYS doc

IF you revoke thiz document from workflow, you will loze all
work done by all Editors zince the document entered this
workflow.

Key in 'LOSE ALL WORK" to continue.

LOSE ALL wORK]

Cancel |
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4.2

Workflow Status log
At any point during the modification process, users can check the status of the change.

To check the workflow status and log:

1. With the file selected, open the 'Properties' pane.

2. Look at the Workflow area to see general information
3. Click on'Status' to see more detailed information.

| Document | Standand | Motes | DM History

i E €5_TEC 1_FLOGCED_ROADS. docx &=

‘orkfkow
o

T das Work i Progress

;7 H kackwosdar

Manasger: kackwosder

Commment; pleass fix the section shoul rosd repairs

File detads
@ Document Workflow (Conttruction Sandaeds) =
4 4 M .k
Bagin Revision E
,-—{istndm.ﬂnn!mEdﬂmi—\
Wik in Frogress (1) Work in Progross (2)
T = =
[E Hedds Comection [ Sand tor Fraew]
[E Release B Sond tor Fawitw
[E Approve and Releass ]
—
Cil L] i ¥
Curnent interiock stabus:
Trarsition Status
Vﬁ}-lm There ane o condtions defired For they ranation

o a8 Serud for Rerview There are ng conditions defired for thes: transtion
v b Serd o Arekher Ed.,. Thers are o condiions: defired for thes tranebion

2 (Zsmtore ) [ o)

© 2018 Michigan State University - Facilities Information Services



Other Options 41

4.3 Revision Log

To see the various revisions on the files:
1. Select the file and either:
a. Click on the 'Show Revisions' icon
b. or use the right-click menu to select 'Show Revisions'

Yault Edit View Document Tools Help

E = wi "'“ S ! search

(3 Planning Desig | Construction = Construction S
Mame .
E|-|§§ Construction Standards - Technical Standards
B zGEMERAL REQUIREMENTS SUBGROUP
B zFaciUTY CONSTRUCTION SUBGROUP
B 4FaCILTIES SERVICES SUBGROUP
= @ 5SITE AND INFRASTRUCTURE SUBGROUP
g 3-EARTHWORK
# g 2EXTERIOR IMPROVEMEMTS
& 33UTILITIES

| Synchronize b

[ Show Revisions...

Revisions of C3_TEC_2004 350001 FLOODED_ROADS.docx = @ ==
Revisions | |* Baselines
ee [ [@
Revision MNarne Effective From Madified By Status Revised By Revision Date Comment
M0 CS_TEC_2004_3500.. 2/26/20183:10.07 kschroeder WP Releazed [outdated re.. KSCHROEDER 2/26/2018 30358 initial load
-l C5_TEC_2004_3800.. 2/26/20182:32:54 ...  kschrosder WIP Releazed [owdated re...  KSCHROEDER 2/26/20181:4239 .. changes
n=2 CS_TEC 2004 3500.. 2/26/20183:09:40 .. kschroeder WP Released [outdated re...  KSCHROEDER 2/26/2018 20946 ... changes
53 C5_TEC_2004_3500.. 2/26/20183:11:24 kschroeder WP Releazed [outdated re.. KSCHROEDER 2/26/2018 311:30 redhub
o4 CS_TEC_2004_3500... 2/26/20183:13:26..  kschroeder WIP Released [outdated re..  KSCHROEDER /262083133 . cledyjrchi
VS CS_TEC_2004_3500.. 2/27/201811:07:01... kschroeder WP Feleased [outdated re...  KSCHROEDER 20272018 11:07:07...  testing
+E[3 CS_TEC_2004_3500... 2/27/201811:14:580...  kschroeder lszued [outdated revision] KSCHROEDER 2/27/2MB 111459, TEWST
5 CS_TEC_2004_3500... 2/27/201811:1%:21...  kschroeder WIP Released [outdated re.. KSCHROEDER 2/27/2M811:13:29... BLASFDSARAS
m=8 d [outdated re...  KSCHROEDER -44:
KSCHROEDER

© 2018 Michigan State University - Facilities Information Services



MSU Construction Standards - Editor

Editing Properties

* Ask a Meridian Administrator (FIS team) to make the changes.

* The 'Edit Properties' function has been locked down to Meridian Administrators for
Construction Standards and Standard Details at this time. The process got a little
cumbersome and can easily be done incorrectly. This will be revisited soon.

® Of the 4 files in Meridian:

¢ 3 will have to manually edited (native in WIP, native of released, pdf of released)

¢ 1 will be automatically edited to match (pdf in WIP).

HMZ C5_TEC_2004_350001_FLOODED_ROADS dock WP
FME C5_TEC_2004_350001_FLOODED_ROADS. dock M ain
+= C5_TEC_2004_350001_FLOODED_ROADS. pdf WP
: C5_TEC_2004_350001_FLOODED_ROADS. pdf M ain
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